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l, Dgtalled cstlmates of funds reoulro& bj each Oljlc@ for tLe
fiﬁg@l year beginning 1 July leGfanu ending 30 June 1947, are to
“be submltte& to the Budge+ Offioe, Loom 100, “ollsewn, not later
Sthan 23 January 1946

2. %Estlnates Submltued in aocorianoe vith ta1s d‘reOtITC TV*ill be
base& on %ne fo]low1ng aosumnflons.

o B {
";/é ‘ That nersonnel cclllnns cst lelshed by tno‘ ar Innnowor ]
Y Board of %he\far Dcpartﬁonf w1ll renain tho sane +Hrou~Hout the )
- yeaf '  ' . ) .

T EE Tﬁaf 500 of the nresent arned service personncl will be re~

[T

7}3"; placeé by 01v1?1ans, »

. ’ B o ‘ ot

ﬂp; Taat,nrocureﬂen+ w1ll be llsted tn the q1a1ﬂum renulrenont

;; ihah operatlons w1ll contlnue to sane extcnt as wnre carriéd
on fn thg Zd and 3d Duartors Pigeal [oar 1940,

e N r Uashlggton offlces will 1nﬂlude budne+ for *he¢r overseas

atatlons 1n that submlttei by the rmsnectlve branhneq.

<

{3. An orlwlnal and one copy of the CSJLmateS saouTa be- nrepared
and suomltted in ac rdanoe w1 h tqe LOWIﬁw1ng 1nstructlons

Form. THe estlmaues w1ll be nrenared on letter51ze
1ncho ) sheets with one inch margin at the top and left 31de.
1aI Wlli be typed on tae Qﬂeeus leagthw1se. ;
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b. Otatenent of authorization from which the funetions and
activities of the Office are derived, (Meneral Orders, ctce).
. A statement of functions and activities of the 0ffice and
a gtatement indicating the operating relationships between the
0ffice and other units- of the 3trategic Jervices Unit and betucen

“the Office and other departnents and arencies of the Federal Govern-
nent. ' ' '

d.  An organization chart clearly reflecting lincs of authority
snd distribution of activities within the office.

e. Detailed justification of estinmates.
(1) Personal Jervices.

033 Form 1002, Revised, shall be used in preparing esti-
nated personncl Tequirsients., . separate sheet shatl be
used for each orpanizational unit within each Office. A
consolidated recapitulation for each Office shall be pre-
parcd on a separatc sheet.

The foregeing statenents on 033 Forn 1082, Devised, shall

be preceded by a justification of the requirements of per-

sonnel indicated on the Form. Reference should be nade-to
experience data on production showine qualitative (i.e+,
information as to usc of the product and information ag-

- to users and use of the product) and quantitative (i.e.,
data recarding units of production capacity required)
experience and anticipation.

A1l personncl, whether Civil Jervice, \rmed Service or
Special iunds, shall be listed on the form with their

" operating titles in order of authority within the organ-
izational unit. In addition %o the- operating title, the
erade and salary shall also be stated for Civil Service
enployees; for nilitary nersonnel only the ailitary rank
or rating; and for special funds emplovees the annual
salary without grade.

- . o | )
Jalaries stated on 033 Forn 100z, Nevised, are to be ex
clusive of overtime. Tstimates of requirenents for

“speoific tymes of employees, i.0., bennorary, nart time,

~ Approved FgpRelgase 2094(07/27;: GIAXRDBZS-002615000500 00deloinclude justi-
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fication fer the nced of this class of emploveeand for
the nunber, indicating their functional relationshin to
the office vprogram.

A supply of 03S Forn 1032, Reviscd, nay be obtained by
calling the Budpet Office, “xtension 445.

(2) Travel.

Tetimates for travel should include transportation costs,
per diem or subsistence while in an authorized travel
status, and othér expenses incidént to travel which are to
be paid by the Govermnment eiticr directly or by reimburse-
nent to the traveler.

Tatinates should be nade for the cost of travel of civilian
vouchered personnel only. “here it 1s inpractical to supply
dollar estimates for travel, they should inelude rcfcrences
to poimts to which travel wilil be nerformed, purnosc of the
travel, duration of the trin, obfc. Atftached hercto is a
listing of the cost of transnmoriation by commercial facil-
ities botween various points most often visited by 3.5.T.
personnel. Tstimates for overscas travel should be includ-
ed in the Washineton budmets as follows:

(a) For staff employees with headquarters in
ashineton, all costs for transportation
and ver diem on a round trip basis.

(b) For enployees transferred to foroismn ficld
headquarters, cost of trensportation and
per diem upn to the day of entrance or duty
at the foreign basec.

Cost of transportation and mer dien for caployees officially

ferring from a foreisn post of duty to ashincton head-
quarters should be included in the estinates for travel

wfﬁwﬂy 9 atationed at forecign nosts and that of ennloyces trans-
A}

X5

b

-

subnitted by or for the forei-n posts. The justification
should state the nced for the anticipated travel and the
class and number of cmplovees who will porforn the travel.
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(3) Transportation of Things.
Tneludes those charres for the transportation of things
which are maid or to be paid directly by the Governnent
and not by the vendor, whether such-transnortation be by
land, air or water.- It also includes charges for the care

1

of such things while in the proscess of being trangnorted.

Costs invg;ved in the transfer of materiel, supplies and-
equipnent ‘or of Army materiellto~be used or-issued insilde
the United States will be indluded in the estinales of the
Procurcnent and Sunply Office. Tt will be the regponsi-

N K sxeh R e, L I . S Y . » L. 3 )
e fﬁﬁ bility of [tH&joffice té supply justification for trans-
t$k‘&¥ sect portation costs incurred in the shipient and reshipment of
S

*iles, docunents, nhotosraphs, communigatioa cquipnent,
. . N A A A Ay AN . ) 4
exnosed filn, and 51m11@é]oporat1n~~suppllcs and cquipnent, <

. . . . . - A .
abgpendyr 10 thelr individunl buderet csbinates.
H ’wﬁ‘;' &am!?t gk .

,\QL"“};" 7
IWEES

o (4) Conmunicationsd ,

Tncludes the tronsnission of nessa~es fron nlace to place,
such as-tolls for land teleoraph s~rvice, narine coble
services radio and wirecless telegraph scrvice, tcolephone-
scrvice, postage and nessenser services I+ also includes
.gvitchboard and scrvice char~es and tclephone installation
cogts.

Tgtinates for communications, ~onerally, will be prepared
by the Procurcient and Supply Office and the ogmunications
0fficc. Tstimates for special services, such as_tdleerypton
tolemeter, direct wire, tie-line service, ctcs, shall be
preparcd and justified by the office having or desiring

guch -service in thelr individual estimates.

(5) Rents and Utilities.

Tncludes char~cs for rents as well as for heat, light,
power, woter, gas, clectricity, and other utility services

exclusive of transnortation and communication services.

PMSIRICTTD
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“heads are also ineluded unde this 0rbun.

(7) Other Contractual Jorv rices.
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"Rents and utilitics estlnates for all offlco anﬂ warnhouse

spacc now occupied by 3.3.U. in the Vashington arca will be
prepared by the Procurenent and Sunply Office with the
exception of warchouse space for the Comnmunications Office.
Estimates for additional office spacc or warchouse facil-
ities neceded by the departnental offices should be propared

| anﬂ prosented vith the ncccssary gustlflnatlon.

Tstimates for rental or lease of train 1ing areas qnl oanns
shnll be DrcnaLed by the gnhools and Trqlnlnn Office.

|

(6) Prlntlng and Binding. I

Includes all prlntlﬂﬁ and blqﬂl ng of books, ﬂanhhlots, u
docuacnts and other publications. Printed forns and letter-

s

Estlmates for p¢1nt1n~ and biading of forno, “#ﬂ+1oqerf
and routine of 1 Lce supply iteons i1l Bo nade by the PrQ‘

‘gurement and Supply 0ffico. Sneecial o” unusual require~

ments for printing and bindine which cannot be handled by
the Reproduetion Offico snovld ve set forth in detoil by
each of flCG, indicatine the type of ﬁa0110a+1on, the
sstinated nunber of GOhlos, the nronosed distribution, and
the oost of,cach publluatlon.

1.

v
»

Reqquonmnts for procuremncnt of special serv1ﬂo and /or
supplics and equipnoent combined shall be gnecifically stated
accorpanied by the ammropriate justification. Tstimates

for naintenance and repair of office buildings and warehouse
“facilities will bo subitted ay the Procureuent and Supply

Offico fov the 3.3.U. Istinmates for maintenancc, lopalr,

and construction of camp buildings and equimient will be sub-

mitted by the Jehools anﬂ Troinine Office in consultation
with Ilcadquarters and lea dﬁua;uﬁrs Detachment and Sthe Pro-
Curoﬁent and )Hthj Office.

- . - — - : -

'Estlm@tos for rcnulromen 5 of f\nas for special projects
involving other ! Covernent apcncics and/or outside concerns

ahnll bo stated by snecific proiect costs, identifying costs
by object class in the sane mauhor nroscribed for the over-
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~ "~ (8) Supplies and laterials.
Tatimates for office sunplies and matoz?als wil}‘be;?re;
pared by the Procurcnent and Supply Office. 1bSElﬂauE? for
apecial supplies and matcorials peculiar to ?Q? opgia:ions
of any one office vill be ropor?od and justificd by tiac
office having such special requlrementsf

9) Equipment.

] T . “ ' T +he Pro=
Estinates for officc equipment will be nropared by the Pro
: : o 1 —
curcment and JSupply Office. Tatinates ;i? S???l?l}@qulg
ment- peculiar to the operations of an office nust be're
ported by thet office with appropriate justificatloll.
(10) 3peeial funds.
Tetimates for unvouchered funds should ba_sug?lttod and
justified by object class of cmenditure in-the sanc
manner as the estinates for vouchercd funds.
' 4; 3pecial attention should be siven to the prenaration of the
justifications-supporting the csbinates for cach-objective class
of expenditurc, emphasizing the cssentinl factors and riving
_whenever possible specific, conercte, factual data.
5 | ice n linited supply of s sample budeet which
5. The Budget Officc hes a linited supply ol a samb.e et
nay be used for the infornation and-guldance of thosc regponsible
for the formulation of the estlmates.
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 Doncstic Travel Ono Yay
Washington to East Co;a‘st Points
New York to Boston | |
Jashington to Boston

Washington to liidwest Points

Washington to est Coast 200,00 v
Wéshington to New York B . 15;00 4
Washington to IHani 50,00 v

Foreipn Travel

500.00
500,00
ot 700,00
1,000,00-
1,200,090
1,500.00
750.00
475.00
1,200,00

375.00

+ - . (3 -} ‘ 3
‘ The travel egtimates listed above arc cshinated-averagze costs and
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1,000.00

1,000.00

1,300.00

2,300.00

2,500,900

3,000,00

©,500,00

1,200,00

2,500.00

750,00

include tl_'ansportation costs, per diem or subsistence-while in
an authorized travel status, and other cxpenses incident to travel.
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